 Counseling students on personal issues. If a situation warrants, refer students to the professional staff in the school setting (i.e. teachers, counselor, or principal).
 Meeting exclusively with students outside of the school or public social settings. This includes having intimate physical, verbal, written, or social media contact.
 Attempting to meet or provide for the personal needs of students on your own. If you have observed a student has a need, express or report the need to your supervisor. Do not provide students with toys, clothing, money, personal care items, or medication of any kind.
 Providing transportation to students during the school day or during school activities in your personal vehicle.**  Placing a student or leaving a student in a room or area, or behind a closed door, alone or unsupervised.
**Note: If your duties include providing student(s) transportation for school purposes, follow school and legal protocols, never text or use an electronic device while driving, remain within destinations for the purpose of providing specific, student services, never leave a student unattended, and never allow a student to drive.
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Supporting the learning process  The teacher is responsible for instructional decisions/materials and is in charge of the classroom  The goal is learning; do not confuse this with an answer or an assignment being finished  Stay with the original assignment/activity & expectations/outcomes unless the teacher modifies  Avoid providing answers to students; guide and assist in locating answers  Provide accommodations/modifications to applicable students  Check with teachers ahead when possible  Reach as many students as you can each day in a positive way
Perception of your work
 Follow the schedule -be in assigned locations even if student(s) you are supporting are absent; staff are counting on you to be there during the scheduled time, and student absenteeism is not intended to be considered as free time  Avoid giving perception you have free time or no work tasks during duty hoursseek out tasks when your assigned workload is light due to absences or classroom activities -be student/task focused  Avoid sitting unless most appropriate for a given situation; continue moving with discretion; check on multiple students; modify volume as appropriate for a situation; promote a quiet, supportive presence in learning environments; minimize student dependence -promote independence  Be Punctual -Arrive in assigned locations on time; if you need to leave, check with the teacher  Follow-through and Organization -Create system for managing professional paperwork and deadlines. Keep a log of passwords, email addresses, and phone numbers you need to complete job tasks
Communication devices
 Conduct all personal business outside of duty hours  Cell phones should not be visible in front of students  All Internet and technology usage must be relevant to current academic purpose and providing supports to students -remember others can often see your online activity  Leaving an assigned work area to take a phone call should occur in emergency cases only 
Roles of Special Education Teachers and Paraprofessionals
These are intended only as examples of the various types of job duties to be performed. The omission of specific duties does not exclude them from the position if the work is a similar, related, or logical assignment to the position. Duties may be assigned by the principal. These duties may vary from school to school.
I. Instruction Special Education Teacher's Role Paraprofessional's Role
• Determines appropriate objectives for groups and individual students.
• Follows schedule and implements plans designed by teacher.
• Develops and implements student Individual Education Plans (IEP) goals, accommodations and modifications.
• Implements student IEP goals, accommodations and modifications as directed by the teacher.
• Plans weekly schedules, lessons, room arrangement, learning centers, and activities for the entire class, as well as modifications and accommodations for students with IEP's.
• Provides direct, individual assistance to student(s) so that they can participate, as independently as possible, in the least restrictive environment.
• Teaches lessons to the entire class, small groups, and individual students.
• Administers and scores assessments.
• Administers informal assessments under the direction of the teacher.
• Determines the appropriate use of assistive technology to meet the needs of students.
• Facilitates the use of assistive technology,
• Develops data collection tools and collects data on student progress.
• Collects data on student progress as designated by the teacher. 
IV. Personal Care
Special Education Teacher's Role Paraprofessional's Role  Provides personal assistance to students, as needed, to address mobility, positioning, personal care, daily activities, and utilizing the restroom.
 Provides personal assistance to students, as needed, to address mobility, positioning, personal care, daily activities, and utilizing the restroom.
V. Clerical Special Education Teacher's Role Paraprofessional's Role
 Develops, models, and/or provides detailed instruction on preparing instructional materials.
 Prepares instructional materials based on a model and/or detailed instructions provided by a teacher.
 Develops an organizational system to manage student work samples and materials.
 Assists with organization of student work samples and materials, as directed by the teacher. • Practice universal precautions at all times to protect yourself and others.
• Wear gloves when coming into contact with bodily fluids. (changing diapers, feeding, wiping noses, etc.)
• Use proper hand washing techniques to protect yourself and others, before and after assisting with feeding, when coming in contact with bodily fluids. Wash with soap and water for at least 15 seconds.
• Seek input and training from the school nurse concerning the health procedures for specific students.
• Clean materials and items mouthed by students only with a safe cleaner provided by the school's custodial staff.
• Call for a custodian to clean blood, vomit, urine, and bowel spills.
• Follow the proper disposal of diapers recommended by your school nurse and custodians.
• Place soiled clothes in a double lined plastic bag and seal tightly.
• Alert nurse of any skin breakdown or rash noted during diapering.
Self-Care Strategies
• Always be discreet when assisting with the self-care needs of students. Carry diapers and supplies to the bathroom in a bag.
• Provide supervision of self-care skills as needed, yet allow for privacy when appropriate.
• Discuss IEP goals related to self-care skills with teacher and reinforce throughout the school day.
• Independence should be encouraged and taught while assisting a student with self-care skills. Allow the student to do as much as possible while completing self-care tasks. It will take longer in the beginning, but will pay off as the student becomes more independent! Always be mindful of safety.
• Occupational and Physical Therapists may provide guidance on toileting, feeding and dressing strategies.
Mobility
• Seek training from the Physical Therapist, Occupational Therapists, and/or Special Education Teacher concerning lifting and positioning for specific students.
• Encourage independence of students.
• Be aware of evacuation plan for students using walkers/crutches or wheelchairs. Medical Issues -Students with medical issues have an individualized health care plan. Discuss the specifics of the plan with the special educator and school nurse prior to working with the student. The protocols for specific students may vary and should be followed as written.
• Seizures -General Guidelines -The protocols for specific students may vary. Consult with the special educator and nurse prior to working with the students.
o Discuss with the teacher and nurse the students who have a history of seizures.
o Discuss with nurse and special educator the typical nature, length of time of seizures and protocol to follow for particular students (see Emergency Action Plan). o Report to special educator and/or nurse as directed  Allergies-General Guidelines-The symptoms and protocols for specific students may vary. Consult with the special educator and nurse prior to working with the students.
o Allergic Reactions  Become aware of symptoms of allergies such as respiratory problems, swelling of face, lips or tongue, rashes on the skin, hives, vomiting and report to the school nurse.
 Become aware of procedures for students in need of an Epi pen. The school nurse will provide instruction (follow emergency action plan).
o Food Allergies  Become aware of the food allergies of students you are feeding or are assisting with feeding. This information may be obtained from the school nurse.
 Become aware of symptoms of food allergies such as respiratory problems, swelling of face, lips or tongue, rashes on the skin, hives, vomiting and report to the school nurse immediately.
 Remain with student; do not send student alone to the nurse's office. 
Attention Deficit Hyperactive Disorder (ADHD)

Categorized as Other Health Impairment
ADHD is a neurobiological disorder. Typically, children with ADHD have developmentally inappropriate behavior, including hyperactivity, inattention, and impulsivity which occur in several settings such as home, school and extra-curricular activities.
General Characteristics May Include:
• Hyperactivity 
Autism
A developmental disability that significantly affects verbal and nonverbal communication and social interaction.
General Characteristics May Include:
• Verbal and nonverbal communication deficit
• Narrow interests with stereotyped behaviors
• Resistance to environmental change and daily routines
• Engages in repetitive activities (i.e. repeating a phrase/story or performing same motor task over and over)
• Literal and concrete thinker
• Unusual responses to sensory experiences
• Varying levels of intelligence and ability
• Difficulty with social interaction skills
• Motor difficulties
Instructional Strategies:
• Obtain the student's attention and establish eye contact before giving a direction or talking with the student.
• Provide structure, consistency, and routine.
• Allow enough time for the student to respond.
• Reduce amount of talking to the student.
• Provide choices for students when possible.
• Use visual supports (objects, photos, picture, symbols, gestures, or sign language) to increase understanding.
• Prepare students for transitions and changes in schedule or routine (First give a verbal prompt; then chart through use of a picture schedule or visual timer.)
use of a picture schedule, visual timer).
• Avoid using idioms, words with double meanings, and sarcasm.
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• Allow the use of a "fidget" or sensory object when appropriate.
Developmental Delay
The student has below average functioning in one or more of the following areas: physical, cognitive, adaptive behavior, communication, or social or emotional development; that adversely affects a child's educational performance. Since the characteristics and instructional strategies for individual students will vary, consult the teacher for recommendations for each student. This exceptionality is only used with students through age 9.
Emotional Disability (ED)
Characterized by one or more of the following: Displayed pervasive mood of unhappiness or depression, consistent or chronic inappropriate type of behavior or feelings under normal conditions, inability to learn that cannot be adequately explained by intellectual, sensory, or health factors, displayed tendency to develop physical symptoms, pains, or fears associated with personal or school problems, inability to build or maintain interpersonal relationships with peers and/or teachers.
General Characteristics May Include:
• Inappropriate types of behavior or feelings
• Uncooperative • Learn what might trigger a student's behavior and work with the student to prevent or deescalate the behaviors.
• Avoid power struggles.
• Provide choices of two things you want them to do.
• Encourage the use of self-control strategies (deep breathing, counting backwards).
• Consistently follow the behavior plan or behavior strategies recommended by the teacher.
• NEVER use physical restraint unless you have completed Crisis Prevention Intervention (CPI) training.
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• Refrain from "rehashing past behavior".
Deafness/ Hearing Impairment
Students have a wide range of hearing loss. The term deaf implies that a person has a very severe hearing loss and relies primarily on lip reading or sign language for communication.
General Characteristics May Include:
• Language and speech delay
• Different voice characteristics
• May misunderstand information presented
• Difficulty understanding concepts that are not concrete
• Takes things literally
• Use of visuals
• Gain the student's attention before speaking
• Face the student when talking
• Speak clearly and at a normal pace
• Be sure the student is seated close to the speaker
• Allow time for the student to respond
• Assistive Technologies as determined by the IEP Team.
Intellectual Disability (ID) (Cognitive)
A significant overall delay in thinking, communicating, and performing daily life skills.
General Characteristics May Include:
• Require more time and repetition to learn things
• May have difficulties with fine and gross motor
• Delayed academic skills
• May have delayed speech and language
• Adult assistance or supervision for activities of daily living (toileting, dressing, feeding)
• Multi-sensory approach (sandpaper letters, gross motor activities, hear it and say it and write it)
• Use of visual supports (objects, photos, picture, symbols, gestures, or sign language) to increase understanding
• Scaffolding (Identify what they know and build on previously learned skills)
• Provide structure and establish routines • Allow extra time for response
• Break tasks/assignments into smaller segments
• May need assistance or supervision for daily living activities.
• Use redirection and frequent positive reinforcement
• Modified and/or alternative curriculum(s)
Orthopedic Impairment
Physical (motor) difficulties in mobility, writing, and or sitting.
General Characteristics May Include:
• Limited movement and functioning of arms and/or legs
• Involuntary movements (cannot control)
• May need assistance with activities of daily living (toileting, dressing, feeding)
• Remove or accommodate barriers for student
• Allow students to be as independent as possible
• Speak to the person on their level (sit down if they are in a wheelchair)
• Allow enough time for student to respond, complete activities
• Ensure proper positioning for access and comfort prior to instruction
Specific Learning Disability (SLD)
A disorder in one or more basic psychological processes involved in understanding or in using language, spoken or written, that may manifest itself through an ability to listen, think, speak, read, spell, or do mathematical calculations.
General Characteristics May Include:
• Have difficulty in one or more academic areas, yet may excel in others
• Difficulty processing information either visually or through spoken language • Use the student's strengths to support learning in more difficult areas.
• Chunking (Breaking assignments down into smaller, more manageable tasks)
• Allow extra time for responses • Graphic organizers
• Visual organizers
• Use of strategies (Example: COPS Capitalization, Overall Appearance, Punctuation, Spelling)
• Multi-sensory approach (sandpaper letters, gross motor activities, hear it, say it, and write it)
• Color coding
• Use of timers and providing reminders of remaining time to complete an assignment or task
• Modified instruction
Speech/Language Impairment
Difficulty in understanding or expressing language, stuttering, or unusual voice characteristics.
General Characteristics May Include:
• Delay in language concepts (sentence length, vocabulary)
• Poor pragmatic (social language)
• Difficulty understanding when speaking
Instructional Strategies:
• Model good speech and language
• Allow students to communicate as independently as possible utilizing their mode(s) of communication (verbal, sign language, picture symbols, augmentative communication device/voice output device, computer)
• Ask student to repeat or express in a different way if you did not understand them (show me, point to)
• Allow enough time for student to respond
Traumatic Brain Injury (TBI)
An injury to the brain that adversely affects a student's educational performance.
General Characteristics May Include:
• Impairment may be in one or more of the following areas: cognition, language, memory, attention, reasoning, abstract thinking, judgment, problem solving, motor abilities, processing, and speech
• Anxiety of coping with the loss of previously mastered skills prior to injury 
Keys to Effective Communication
• Maintain close proximity and use a low volume when communicating with students.
• Provide clear and simply stated directions of what you expect the child to do instead of telling them what you don't want them to do.
• Repeat back to the student what you think they are saying to clarify what the student means.
• Some children may require a model, picture, or sign of the action paired with the verbal direction.
• Use age appropriate language when speaking with students. (Refrain from using "baby talk"). Encourage students to use age appropriate language.
• Allow students time to communicate independently using their mode(s) of communication.
• Allow for extra processing and response time.
For example:
Instead of saying: Say/Model Reinforce "No yelling!"
• "Use a calm voice."
• "Use an inside voice."
• "Speak in a low voice while saying… Now I can listen, you are using a quiet voice."
• "Nice job using your inside voice."
"Don't run!"
• "We walk in the hallway."
• "Use walking feet."
• "Walk please."
• "I like the way you're walking."
• "Thanks for walking!" "Stop calling out!"
• "Raise your hand."
• "When you raise your hand, the teacher will answer your question."
• "Thank you for raising your hand."
• "I like the way you raised your hand to share your ideas." • Implement classroom and individual student behavior plans created by the teacher and/or IEP team consistently.
"If students don't succeed at first, try again using different strategies and always remember to have patience and understanding." Paraprofessional
• Remind students of expectations prior to the transitions of an activity.
• Be cognizant of triggers/antecedents (what happens prior to the behavior occurring) that may lead to inappropriate behavior.
• Communicate with the teacher regarding student behaviors within a reasonable time frame.
• Encourage, expect, and reinforce age appropriate behavior, even with students with lower cognitive abilities.
• Be proactive when assisting with behavior management. Provide structure and routine in an environment that is conducive to learning.
• When communicating with students, state directions and expectations in a simple, explicit, and positive manner. Tell the students what they are supposed to do. For instance, instead of saying "Don't run", say "Please walk in the halls".
• Offer students choices to avoid a power struggle. Rather than say "Don't tap your pencil", state "Would you rather put your pencil in your pencil case or in your desk."
• Provide and encourage association with appropriate peer role models.
• Avoid overreacting to inappropriate behavior, and view the student's behavior in professional terms (don't take it personal). Be aware of the potential impact of your response.
• When possible, ignore attention seeking behaviors that are not disruptive to the classroom.
• Diffuse stressful situations for students through redirection and distraction when appropriate.
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• Provide positive reinforcement. Avoid focusing on punitive consequences or loss of privileges.
• Stay in the present. Address behavior incidents individually.
• Separate the child from the behavior. Indicate that the child is valued and liked, but the behavior is inappropriate.
Ways to Positively Reinforce Students
When providing positive reinforcement: Example 2: (Student), I like that you returned your permission slip today. That is very helpful.
"A good motto to live and work by, "start with a clean slate every day". No matter what had happened the day before, greeting each day with this motto makes life at school a little easier!" Paraprofessional 10 Years of Service
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Strategies for Facilitating Student Independence
 Increasing learner independence is the instructional goal for every student! Encourage students to be independent rather than dependent.
 Encourage and allow students to make choices and decisions.
 Encourage students to complete activities as independently as possible prior to offering support.
 Allow student work to be authentic, rather than completed by an adult.
 Allow students to make mistakes and experience natural consequences, unless there is a safety issue.
 When appropriate, sit or stand at a distance from the student who requires additional adult support.
 Break larger tasks into smaller steps to allow student to independently perform parts of task/assignment.
Functional Example
In the computer lab, a student is unable to type their full password. Encourage the student to enter the first or last character of the password. Gradually, increase number of digits/characters entered by student. Academic Example A student is expected to write a paragraph. This task could be divided into smaller sections such as formulating ideas, creating a topic sentence, developing supporting sentences, and formulating a conclusion. The student may only complete one or two of these tasks during the class time.
Utilize peer support when possible, as approved by the teacher.
Functional Example A student is unable to tie his/her shoe. Rather than the Paraprofessional tying the student's shoe, a peer could do this instead.
Students may benefit from having a packing up/locker buddy at the end of the day rather than depending on adult support for this task. Academic Example During math class, pairs of students work on an activity sheet together. Instead of the Paraprofessional scribing for a student with a fine motor disability, the student's partner can write for her/him.
A student with a reading disability participates in a play during English/Language Arts. This student could be paired with a peer to help him/her learn the lines.
"In learning you will teach, and in teaching you will learn." -Phil Collins
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Utilizing the Prompt Hierarchy to Facilitate Student Independence
• Always seek direction from the teacher concerning the use of prompts to be used with students.
• A prompt hierarchy refers to different levels of support provided to assist a student who is learning or demonstrating a task.
• In Diana Browning Wright's handout "Prompting", we begin with least intrusive and move through to most intrusive. The goal is to begin with the least intrusive prompts. The most intrusive prompts should be used minimally and gradually faded as appropriate under the direction of the teacher.
• Some students may have individualized prompt hierarchies. For example, you would not utilize gesture prompts for a student who is blind or has a severe vision disability.
• Remember, it is important to provide sufficient wait time between prompts.
Definitions of Prompt Types Verbal Prompt
This level of prompt requires the teacher to give a specific verbal direction in addition to the task direction. Given a task direction, the student is unable to perform correctly until another, more specific, verbal prompt is provided (e.g., After the teacher gives the task direction and allows for wait time, the teacher then says, "Push the button to turn on the scanner.")
Gesture Prompt
This level of prompt requires the teacher to move his/her finger, hand, arm, or make a facial expression that communicates to the student specific information (e.g. Teacher taps scanner switch button).
Model Prompt
This level of prompt requires the teacher to demonstrate the correct response for the student, and the student imitates the teacher's model (e.g., The teacher demonstrates how to push the switch and then asks the student to repeat).
Partial Physical Prompt
This level of prompt requires the teacher to touch the student to elicit a response (e.g., Teacher touches the student's hand closest to the scanner switch button).
Full Physical Prompt
This level of prompt requires the teacher to place his/her hand over the student's hand and move it toward the response (e.g., teacher places hand over student's hand and places it on the scanner switch button). This is commonly called, "HandOver-Hand" support. 
Inclusion Solutions
Research supports students with disabilities learn best with their typical peers in the general classroom with accommodations and modifications. Our goal, in alignment with federal and state law, is for students to be integrated in the general education classroom to the fullest extent possible.
Tips for Supporting Students in the General Education Classroom
• Implement the appropriate accommodations, modifications, and lesson plans provided by the special education teacher for specific students.
• Become familiar with the content of the unit/course. Ask the teacher for clarification about the material, when needed.
• Provide students with opportunities to ask questions and respond utilizing their mode(s) of communication (verbal, sign language, picture symbols, and augmentative communication/voice output device).
• Implement the classroom and/or individual behavior plan when the student is in the general education setting.
• Provide feedback and data to both the general and special education teachers related to academic progress, work habits and behavior.
• Encourage students to become as independent as possible when following classroom routines.
• Avoid hovering over the student you are supporting. Facilitate student independence by varying the amount of support, monitoring, and prompting based on the need and independence level of the student.
• Assist with other students who need help, on occasion, not singling out the students who receive special education services.
• Be mindful of the volume of your voice in the general education classroom so as you provide direction; it does not distract the learning environment.
• Communicate with teachers about potential situations of increased supports to students, such as transitioning a student to a more structured environment. Discuss ahead of time with the teacher the expectations of student transitions. What are the criteria for the student to return to the classroom? (Including location, alternate activities, length of time, reintegration procedures, and assistance.)
• Encourage students to interact with peers and develop peer relationships, as approved by the teacher.
o When working with students with limited cognition, social skills or verbal ability, get to know the interests of your student and classmates to share common interests with each other.
o Have the teacher select appropriate peer role models to work with or assist a student with a task, when appropriate.
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Legal, Ethical and Confidentiality Considerations for Paraprofessionals Laws Regarding Paraprofessionals
FERPA -Family Educational Right to Privacy Act
FERPA is federal legislation in the United States that protects the privacy of students' personally identifiable information (PII). This act applies to all institutions that receive federal funds.
FERPA states that parents of students under 18, or eligible students (students over 18, or those who have matriculated to an educational institution above high school) be allowed to view and prose amendments to their educational records. The act also mandates that school must obtain written permission form parents or eligible students in order to release a student's PII.
There are a few exceptions regarding who may receive records without written permission.
Exceptions include:
 Legitimate requests from school officials  Requests from schools to which a student is transferring  Cases of "directory information" defined as "information contained in an education record of a student that would not generally be considered harmful or an invasion of privacy if disclosed," such as name, address, telephone number and date of birth.
In the case of directory information, the parents or eligible students must be notified of the proposed release of said information and given time to request their information not be disclosed. Social Security numbers and student identification numbers are not included in the category of "directory information" and may never be released without written permission.
Schools must notify parents and eligible students annually of their rights under FERPA.
Paraprofessionals need to be aware that conversations with people who do not have a direct educational involvement with the students are in violation of the law and thus subject to disciplinary action. Remember that matters regarding students are confidential and cannot be a topic for public discussion.
Paraprofessionals working or desiring to work in a Title I building must meet the following requirements:
 Have a high school diploma or GED; AND  Complete 48 hours at an institution of higher learning; OR  Obtain an Associate's Degree (or higher) OR  Pass a State approved assessment that assess the ability to assist in instruction reading, writing, and mathematics (or reading, writing, mathematics readiness).
Adapted from the Services Reference Guide for Special Education Paraeducators (San Diego Unified School District -Division of Special Education -8/30/2010) Page 26
Ethical Considerations
As an integral part of the educational team, classified staff has a commitment to maintain ethical standards of behavior in their relationships with students, parents, their supervisor, and other school personnel. A code of ethics provides guidelines for appropriate behavior.
 Discuss a child's progress, limitations, and/or educational program only with the supervising teacher and those directly involved with the child's educational program. A breach of confidentiality may result in termination of employment.
 Engage only in non-instructional and instructional activities for which qualified or trained.
 Discuss school problems and confidential matters only with appropriate personnel and only when students are not present.
 Respect the dignity, privacy, and individuality of all students, parents, and staff members.
 Refrain from engaging in discriminatory practices based on a student's handicap, race, sex, cultural background, or religion.
 Take responsible action to insure that the best interests of individual students are being met.
 Follow district policies for protecting health, safety, and well-being of students.
 Serve as a positive role model for students in personal interactions and communications.
 Use behavior management strategies which are consistent with standards established by the local school district and classroom teacher.
 Follow grievance procedures outlined by the cooperative.
 Respect the confidentiality of information about students and do not communicate progress or concerns about students to parents without authorization of the teacher.
 Refer concerns expressed by parents, student or others to your teacher or supervisor.
 Represent the educational agency in the community and refrain from expressing negative opinions of the program and agency.
 Follow the directions of supervisors.
 Recognize that the supervisor has the ultimate responsibility for the instruction and behavior management of children and follow the directions prescribed by him/her.
 Refrain from a.) Airing school problems and confidential matters, including personalities outside school circles; b.) Discussing administrative, interdepartmental, and intra-school problems in the presence of pupils and c.) Gossiping about problems with those who cannot assist in the solution.
 The Paraprofessional should not be responsible for preparing lesson plans and initiating original concept instruction.
 The Paraprofessional should not be assigned to work alone with the most "difficult" students the majority of the day.
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 Demonstrate a willingness to participate in training activities to improve performance.
 Maintain a record of regular attendance, arrive and depart at specified times, and notify appropriate personnel when you must be absent through established protocols.
Confidentiality
Maintaining confidentiality is mandated by the Federal Educational Rights and Privacy Act (FERPA). It is the law and it is imperative that school personnel follow this ethical code of conduct. Maintaining confidentiality is essential.
Tips for Staff: Never violate confidentiality! Understand the rule "Need to Know vs. Need to Tell". It will guide you in deciding when and to whom you share student information. Only those people who are directly involved in the education of a special needs student may have specified student information.
 Remember you have both your public and private self. As an educator, you are always scrutinized by your community. It is important to project a professional, ethical image both in and out of school.
 If you are unsure about accessing specific student information, ask your supervisor.
 If you are unsure about sharing student information, ask your supervising teacher.
What are the legal and ethical duties of Paraprofessionals?
Paraprofessionals must:
1. Maintain confidentiality 2. Respect the legal and human rights of children, youth and their families.
3. Follow district policies for protecting the health, safety, and well -being of children and youth.
4. Demonstrate an understanding of distinctions in roles of various educational personnel.
5. Follow the directions of teachers and other supervisors.
6. Follow the chain-of-command for various administrative procedures.
7. Demonstrate dependability, integrity, and respect for individual differences and other standards of ethical conduct.
8. Demonstrate a willingness to participate in training activities to improve performance. 
Paraprofessional Inservice Requirements
Inservice gives you the opportunity to participate in job related activities. Although inservice hours are required, you should look at them as an opportunity for growth and to further develop your knowledge of the services and systems that are provided in our schools. The following information is taken from the Kansas Special Education Reimbursement Guide and details Paraprofessional inservice requirements:
Tiered Paraprofessional Inservice Requirement:
Staff development requirements are tiered based on the special education experiences and/or credentials for the Paraprofessional. Paraprofessionals are expected to provide evidence of inservice.
Staff Development Hours -Locally Determined
Inservice requirements are determined by the LEA (your local school district) for Paraprofessionals that hold a current Kansas license/certificate in the following areas:
 Teacher  KSDE Certificate stating NCLB requirements met during current school year. o NCLB highly qualified certificate does not expire, but can only be used to meet inservice requirement in the year the certificate was acquired. Ten Staff Development Hours Required: Paraprofessionals who have worked as a Kansas Special Education for more than 3 years (including each of the past 3 years). A school year may be counted if it was 9 months (or the full school year) AND the appropriate amount of inservice was obtained. Short breaks may have been taken during the year.
College Credit:
College hours in related subjects may be substituted for Special Education inservice hours. Each college hour will be counted as twenty staff development hours, applied to the school year in which the coursework was obtained.
Incomplete Staff Development:
For Paraprofessionals who have worked the entire 9 month school year, if an LEA does not produce evidence that a Paraprofessional has completed the required staff development, categorical aid will be prorated based on the required number of staff development hours. Inservice Opportunities:
Our school district will offer a variety of inservice opportunities throughout the school year. Your supervising teacher can help you determine which opportunities are right for you. Below is a list of opportunities that may be used for inservice hours:
 Building and District Inservices  College or technical college classes. All courses must be related to education and must be preapproved by your supervising teacher. Transcripts will be required for inservice credit.  Para Pro Assessment  Crisis Prevention Training (CPI)  Books and DVDs
Paraprofessional Inservice Record:
You will be given a form to document your inservice hours throughout the year. It is up to you to document the inservice hours that you complete, and it is recommended you keep a copy of all inservice documents.
You MUST:
 Have your supervising teacher initial each of the inservice activities.  Return 1 (one) copy of your inservice record no later than December 1 st documenting all inservice hours completed up to that point.  Send your original inservice record to the CCSEC office no later than April 15 th .
NOTE:
Your inservice record is not complete if your supervising teacher has not initialed each activity AND signed where indicated on the inservice form. Inservice includes workshops, special training, college hours, videos and other study materials (required by your position and approved by your supervisor). Per KSDE, you may claim up to 2 hours of inservice for classroom/building orientation. However, you must be specific when claiming orientation hours and you must document what, where, with whom, and how long.
IMPORTANT
 Return 1 (one) COPY of your inservice record to the CCSEC office no later than December 1 st with the inservice hours you have completed to-date. 
Questions for Discussion with Classroom and Supervising Teachers
• Who are the students I will be supporting?
• What are the schedules of students I am supporting?
• What is my schedule?
• Are there student medical issues that I need to know prior to working with individual students?
• What are the school-wide and classroom behavior systems?
• Does a student I am working with have an individual behavior plan? If so, what are the target behaviors, rewards, and consequences?
• What are the safety considerations for individual students?
• How does the student communicate? What strategies are effective in communicating with the student?
• Can we discuss the snapshot IEP (summary of IEP goals, objectives, accommodations and modifications)?
• How will we communicate about instructional plans for the students I support?
• How will we communicate about student progress?
• When will we meet to discuss student successes and concerns?
• What strategies and techniques are effective when working with particular students?
• What level of prompting does a student need to complete assignments?
• What can I do to help facilitate student independence?
• What can I do to assist with facilitating peer relationships?
• What level of supervision/support does the student need for the activity?
• Where are school supplies and how are they obtained? 
Evaluation Process for Paraprofessionals Probationary Period -
Each new Paraprofessional will be placed on a 30-day probationary period. This will permit the Paraprofessional to adjust to new duties and become acquainted with operational procedures of the Coffey County Special Education Cooperative.
Evaluation Timeline -
Following the first 30 days on the job, the work performance of the new Paraprofessional will be evaluated by the immediate supervisor. At that time, employment may be continued or terminated.
Thereafter, an evaluation will be held:
 Paraprofessionals that have been employed as a Para in this district for 3 years or less will receive two (2) evaluations per year. Your first evaluation will be completed on or before November 15 th and your second evaluation on or before April 15 th .
 Paraprofessionals that have been employed as a Para in this district for more than 3 years will receive one (1) evaluation per year to be completed on or before February 15 th .
 In addition, evaluations can be held as deemed necessary by the immediate supervisor and/or administrative staff in accordance with Board policy.
Note: It is understood that during the course of a work day, there is constant evaluation between the employer and employee. Problems or questions of either party should be discussed when the need arises.
